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ABSTRACT 



This study is a revision of an earlier study 
"Library Organization, Positions and Relationships" prepared in 196°. 
A new classification plan and job changes required a re-evaluation. 
There are 51 position descriptions grouped into ten major areas of 
activity. The description of each activity includes: (1) the 

function, (2) organization structure and (3) workload. Comments to 
aid in evaluation of the activity such as background, resources, 
services, and programs are included. (Author/AB) 




I 

I 

I 

I 

I 

I 

1 



ir\ 

r\j 

-<r 

-3* 

o 



VjJ 



U.S. OEPARTMENT OF HEALTH, EOUCATION 
& WELFARE 
OFFICE OF EOUCATION 
THIS OOCUMENT HAG BEEN REPRODUCED 
EXACTLY AS RECEIVEO FROM THE PERSON OR 
ORGANIZATION ORIGINATING IT. POINTS OF 
VIEW OR OPINIONS STATEO DO NOT NECES- 
SARILY REPRESENT OFFICIAL OFFICE OF EOU- 
CATION POSITION OR POLICY. 




I 



1 



i 

R 

8 

I 

l 



> 

> 



r 



rv 

0 

O 

H 




- y • , ;: *- 



Xyxy 



■ xxc \M 
x-y-xm 
xyxmn 

x-xxm 



LIBRARY 

POSITION 

DESCRIPTIONS 



INGLEWOOD PUBLIC LIBRARY 
10 Queen Street 
Inglewood, California 90301 



June 1970 



i 



CITY OF INGLEWOOD 



CITY COUNCIL 

William Goedike ---------- Mayor 

Patrick D. Tobin --------- -Councilman 

District 1 

R. Gary Smith ----------- Councilman 

District 2 

David C. Pierson --------- -Councilman 

District 3 

Merle Mergell ----------- Councilman 

District 4 



LIBRARY BOARD 



- - Chairman 
Dr. Bernard Lauhoff 
Clark Mills 

CITY ADMINISTRATOR - Douglas W. Ayres 

LIBRARY DIRECTOR ------ John W. Perkins 

j 



Margaret Grodrian - 
Fran Smith 
Frank Baffa 




2 



EDO 4 



CONTENTS 



PAGE 



Introduction - -- -- -- -- -- -- -- -- -- -- -- - 2 

The library organization - -- -- -- -- -- -- -- -- - 3 

Position descriptions and relationships ---------- 7 

Position descriptions grouped by library division ----- 8 

(Index to position descriptions) 

Library divisions and position descriptions: 



Library Administration ------------------ 10 

Technical Processes ------------------- 19 

Reference and Information ---------------- 32 

Children’s ------------------------ 38 

Young Adult ----------------------- 45 

Serial Publications and Documents ------------ 48 

Audio-visual ----------------------- 53 

Circulation ----------------------- 63 

Circulation Control ------------------- 70 

Extension ------------------------ 79 

Inter-divisional (various divisions as assigned) ----- 91 

Class specifications -------------------- 93 

Pay schedules- ----------------------- 116 

Recommendations for classification change --------- 118 



0 

ERIC 



3 



- 1 - 



INTRODUCTION 



This study of position descriptions in the Inglewood Public Library is essentially 
a revision of an earlier study, Library Organization, Positions and Relationships 
prepared in January 1969. 

Since the last study, jobs have changed to the extent that a re-evaluation is 
necessary. A new classification plan adopted by the city further changed the pattern. 

There are 51 position descriptions grouped into 10 major areas of activity. The 
description of each activity includes (1) the function, (2) organization structure, 
and (3) workload. It also includes comments that will help evaluate the activity 
(and consequently the positions within the activity), such as background, resources, 
services, and programs. 

In re-evaluating position descriptions we continued the use of a responsibility 
relationship concept of Robert D. Melcher, a management authority. His concept has 
proved important in relating positions to other areas of activity. In essence, we 
have analyzed each task in terms of personnel outside the employee* s area of activity 
who exercise a responsibility relationship. 

In re-evaluating positions we found some redefinitions necessary to provide a better 
understanding of relationships. In addition, we are better able to determine the logic 
of original position assignments. We see this revision of position descriptions as 
a means of evaluating and developing the library organization and as an aid in planning 
and designing future physical facilities. It will assist in providing a basis for 
future projections including budget planning. It has proved that the public library 
is a dynamic agency and that personnel functions and relationships are constantly 
changing. 
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THE LIBRARY ORGANIZATION 



THE PUBLIC LIBRARY 

The public library in Inglewood is a department of the city (along with such 
departments as recreation and fire service) . There is a Library Board advisory to 
the city council and it is administered as a community agency of the city. In 
addition to being a focal point for exchange of city information, group expression 
and cultural activities, the public library has this unique function: to provide 

the citizen with library resources and services that he will find useful and 
valuable for his own purposes. People want library materials for information, 
recreation, education, and inspiration, and can reasonably expect the library to 
meet* these needs. The library staff acquires, processes, and makes available 
all types of library materials ; interprets the library's resources; prepares 
programs and develops services ; and reaches out to extend these services to all 
the city's citizens. 

The library has unique features which give it a character all its own, and this 
character has an effect on the types of employees within the organization and the 
management personnel. "The forces contributing to the uniqueness of each organi- 
zation include size, job content, organization structure, local cultural patterns, 
organization purpose, traditions, leadership and supply of capital," 

ORGANIZATION STRUCTURE 

"A... feature common to almost all organizations is the fact that they have a 
structure with formal and informal aspects. To visualize the nature of the 
structure, one should first note that organizations are composed of men and physi- 
cal and social factors which combine to form a cooperative system. These cooper- 
ative systems may vary in complexity and size. Usually they consist of a number 
of groups existing within a larger groupo.,most organizations are not isolated, 
independent units. Instead they are intimately bound or entwined through cause- 
and-effect relationships with the broader scope of events and happenings, 

"Almost all organizations ... contain informal groups and procedures that are not 
specified or consciously established in the formal arrangement of jobs and men. 

These informal organizations develop spontaneously as the people in the organization 
interact associate) with one another. 11 ^ 

"Often the interrelationships within an organization are highlighted by the process 
of specialization and distribution of labor, , . . Closely related to specialization 
and division of labor is the fact that almost all organizations have a formal 
structure: i,e., an explicitly stated arrangement of men and machines. In the 
main, this arrangement is consciously planned. The purpose of the formal structure 
is to insure the orderly and efficient functioning of the organization. Frequently 
the structure appears on paper as an organization chart , which delineates the 
primary areas of authority and responsibility by showing who reports to whom and 
what tasks fall under each position. In many organizations the organization chart 
is supplemented by detailed written descriptions of the jobs,"^ 



H/olff, W, B, The Management of Personnel , Wadsworth, 1961, pp. 42-43, 
2 Ibid. pp. 18-19. 

3 Ibid . p. 19. 



We became aware that traditional ways of describing an organization were not 
wholly adequate. For example, we find: "Far too many companies cherish the myth 

that the publication of organization charts and position descriptions will resolve 
the majority of problems relating to the role each manager plays in relationship 
to his work groups and to the organization. The organization chart does show basic 
divisions of work and who reports to whom, but it does not depict detailed functions 
and how individuals relate to these functions; in other words, it does not show .• 
how the organization actually works. 

From what has been indicated, we will try to describe the library organization in 
other ways than through the organization chart. One method we have explored is a 
concentric circle concept which graphically shows the major library divisions and 
their overall relationships. (See Figure 1, page 5). Another is a "major functions" 
chart indicating how the various library divisions relate. (See Figure 2, page 6). 
Position relationship diagrams accompany discussions of some of the larger divisions 
such as Technical Processes and Extension. 



^Melcher, Robert D. "Roles and Relationships: Clarifying the Manager’s Job" 

American Management Association reprint. 
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POSITION DESCRIPTIONS AND RELATIONSHIPS 



POSITION DESCRIPTIONS 

The position description (or job description) as developed in this study follows 
the standard pattern of listing the various duties required in the position. In 
order to give a full picture of the position, the estimated percentage of time 
spent on each duty is indicated. 

"A job description of a specific library function generally relates to one or 
more persons performing that function to the fullest extent of their employment. 
However* some employees perform more than one function. Because of a personnel 
shortage one employee could be assigned as both Catalog Clerk (Fiction) and 
Catalog Clerk (Children's Books ).... Some positions are intended to be performed 
on a part-time basis by a full-time person. An example of this would be the 
Information Assistant who is also Reference Clerk ." 1 The Subject Specialist 
position is another example of a function' performed by a librarian in addition 
to his regular assignment. 

Some position descriptions are included which the library does not have. These 
have been added even though not authorized to date. Examples are Social Services 
Clerk, Children's Clerk, and Staff Artist. These positions are performed in part 
by employees whose. major assignment is in another area. 

As an organization grows, some duties and functions change to the point where 
employees are actually working out of class. These inequities were corrected 
when a new classification plan for Inglewood city employees was completed in 

1969. 

POSITION RELATIONSHIPS 

Many writers on management have indicated that the job description does not indi- 
cate how the organization really functions. One authority states that "position 
descriptions are far more concerned with defining an individual's tasks than with 
how, in carrying out his responsibilities, he interacts with his colleagues. The 
way in which management positions are described often indicates complete inde- 
pendence from other positions — and, more often than not, independent action in- 
stead of group participation is encouraged. As a result, there is no opportunity 
to build a framework that can be used to relate and integrate each manager and the 
work he does to the organization and its goals."^ 



Inglewood Public Library. Job Descriptions of Non— Professional Library Employees . 

1967. p . 3 
2 

Melcher, op. cit a 



POSITION DESCRIPTIONS GROUPED BY LIBRARY DIVISION 



Indicated below are job titles grouped by library division. Page numbers refer to 
individual position descriptions 0 

DIVISION 



POSITION TITLE Page 



L ibrary Administration 

Library Director - 11 

Library Administrative Assistant --------------- 13 

Secretary to the Library Director -------------- 14 

Delivery Clerk ------------------------ 16 

Library Office Clerk --------------------- 18 



Technical Processes 



Head — Technical Processes Division- - -- -- -- -- -- -- 20 

Technical Processes Librarian ---------------- 22 

Book Order-receiving Supervisor --------------- 23 

Catalog Supervisor- --------------------- 25 

Book Order-receiving Clerk ----------------- 26 

Catalog Clerk ------------------------ 27 

Mechanical Processes Clerk ------------------ 30 

Mechanical Processes Aide ------------------ 31 



Reference and Information 



Head — Ref erence and Information Division - -- -- -- --j*- - 33 
Reference Librarian - 35 
Information Assistant -------------------- 36 

Reference Clerk -------------------- . - 37 



Children } s 



Head — Children 1 s Division - -- -- -- -- -- -- -- -- - 39 
Children’s Librarian - -- -- -- -- -- -- -- -- -- -- 41 
Children’s Information Assistant- -------------- 43 

Children's Library Clerk ------------------- 44 



Young Adult 



* Head— Young Adult Division - -- -- -- -- -- -- -- -- - 46 

$erial Publications and Documents 

Head — Serial Publications and Documents Division- ------ 49 

Serials and Documents Clerk ----------------- 51 

Serials and Documents Aide ----------------- 52 
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Page 



Audio-visual 

Head “ Audio-visual Division ------ 

Audio-visual Librarian -------- 

Exhibit Librarian ----------- 

Staff Artist- ------------- 

Audio-visual Clerk ---------- 

Audio-visual Aide ----------- 

Film Projectionist- ---------- 

Circulation 

Circulation Supervisor- -------- 

Circulation Clerk ----------- 

Reserve Control Clerk --------- 

Circulation Aide ----------- 

Circulation Control 

Circulation Control Supervisor - - - - 
Circulation Control Clerk ------- 

Registration Clerk ---------- 

Library Messenger ----------- 

Circulation Control Clerk Typist - - - 
Circulation Control Aide ------- 

Extension 

Head — Extens ion Division ------- 

Branch Librarian ----------- 

Reference Librarian (Branch Library)- - 
Social Services Librarian ------- 

Circulation Supervisor (Branch Library) 
Social Services Clerk --------- 

Circulation Clerk ----------- 

Circulation Aide ----------- 

Various divisions as assigned (Inter-divisional ) 

Subject Specialist ---------- 

Subject Analyst ------------ 







54 
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69 

71 

73 

75 
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81 

83 
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66 

69 

91 

92 



il 



- 9 - 



LIBRARY ADMINISTRATION 



FUNCTION 

Centralized direction for all library divisions is supplied through the library's 
administrative and business office. From this focal point library division heads 
confer, get information, and submit requests concerning all aspects of the library 
operation — including resources, services, budget, programs, equipment, personnel, 
procedures, policies, and relationships outside the library. 

ORGANIZATION STRUCTURE 

The wide span of control involved is apparent from the number of division headings 
reporting to the Director: circulation, circulation control, extension, reference 

and information, serial publications and documents, young adult, children 1 s, audio- 
visual, and technical processes. In the immediate office of the director are the 
Library Administrative Assistant, Secretary, and Library Office Clerk. 

WORKLOAD 

Through the library's adminis trat?lve and business office pours a great quantity 
and variety of memos, studies, reports, requests, questionnaires, and general 
correspondence from a number of sources: library divisions, city departments, 

other libraries, agencies, businesses, and citizens. Coordinating with and report- 
ing to other city departments is a major cons iderat ion — - especia lly the Personnel 
and Finance Departments and the city administrative office. The library also pro- 
duces {and edits) a great volume of reports, studies, correspondence, publicity 
releases, handbooks, and procedural manuals which are widely disseminated to a 
variety of recipients. Preparing and administering the departmental budget is also 
a major consideration. 
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Executive Position 



LIBRARY DIRECTOR 



MAJOR FUNCTION 

The Library Director is the administrative head of the city library system* He 
plans, organizes, directs, evaluates, and reviews the library's resources, 
services, and programs (principally through conferences with division heads, 
reports, and field inspections)* This covers basically these areas of activity: 

(l) reference and information, (2) serial publications and documents, (3) audio- 
visual, (4) technical processes, ( 5 ) children’s, (6) young adult, ( 7 ) social 
services, (8) circulation, (9) circulation control, (10) extension, and (ll) the 
selection and maintenance of the adult book collections* The Library Director 
interprets city library . services, programs, and resources to the Administrative 
Officer, Library Board, city officials and citizens* 

SPECIFIC RESPONSIBILITIES AND AUTHORITY 

1) Directs and coordinates the activities of the various library divisions 
concerning personnel, resources, equipment, services, and programs. 

2) Administers the selection, acquisition, processing, and maintenance of all 
library materials; selects specialized library materials (including out-of- 
print books from vendors throughout the state); confers with sales repre- 
sentatives and vendors. 

3) Is responsible for the preparation 1 and administration of the department 
budget; supervises buildings and equipment, is charged with the responsi- 
bility for requisitioning the purchase of all materials and services needed 
for the operation of the library system* 

4) Prepares definitive reports and studies concerning all aspects of the library 
operation'* 

5) Does original library research and contributes new concepts in organization, 
procedures, equipment, and technology* 

6) Plans and directs an active continuing public relations program (including 
press and radio releases, exhibit program, articles in magazines and journals 
and public speaking), 

7) Attends specialized library conferences, lectures, workshops, and demonstra- 
tions; visits libraries and equipment centers; reviews new equipment, 
procedures, and technological innovations that relate to the library operation* 

8) Engages in and administers special projects required by the library, the City 
Administrator and the Library Board (such as building programs, goals, 

and evaluations of specialized library activities). 

9) As staff advisor to- the Library Board, attends all meetings, conducts tours, 
arranges interviews with authorities on subjects relative to the library 
operation, prepares: reports, and interprets policies. 

lf, **oWith the advice of the Library Board,” Inglewood Municipal Code, section 
2348*1 ( 3)0 

2 

These are distributed nationally to selected public libraries, state libraries, 
and universities with graduate library schools* This has resulted in a contihually 
increasing correspondence with librarians and administrators as well as additional 
O requests for studies and reports* 
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10 ) Supervises the library business office. 

11 ) Serves as resource person for the Friends of the Library , community organize^ 
tions, agencies, and institutes; serves as library consultant (principally 

in the areas of activating new libraries, buildings, resources, personnel, 
organization, and the processing of library materials). 

12 ) Administers book processing contracts between the city and other governmental, 
jurisdictions such as cities, colleges, and school districts; negotiates 
contracts; makes cost studies and recommendations. 

13) Serves as film circuit commissioner (two circuits); attends meetings and 
reviews reports. 

RELATIONSHIPS 

1) The Library Director has the same status as other department heads in the 
city and the same relationship to the City Administrator. He also reports 
to and serves as staff advisor to the Library Board which, in turn, serves 
in a general advisory capacity to the City Council. 1 

2) All the personnel within the library department are responsible to the 
Library Director. He is the appointing authority for all subordinate 
positions in the library system (and all such positions are filled in 
accordance with city civil service rules and regulations). 

3) The Library Director works closely with the various divisions, departments, 
and offices of the city in the development and administration of the various 
programs for which the library department is responsible. 

4) The Library Director serves as a point of contact with outside agencies end 
community organizations relating to the city library’s resources, services, 
and programs. 



1 

Inglewood Municipal Code, section 2347. 
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Job Title 


LIBRARY ADMINISTRATIVE ASSISTANT 


Class Title 


Associate Administrative Assistant 


Reports to 


Library Director 


Location 


Main Library 



Summary * The Library Administrative Assistant assists the Library Director in 
support activities* 

Duties Percent 



1) Prepares reports and statistics* 25 

2) Assists in the formulation and administration of the budget; 

conducts periodic budget review* 20 

Must consult division heads* 

3) Assists in the administration of non-professional personnel, 
including assignments, training, evaluation, counseling, and 

records* 15 

Must consult circulation supervisors, division heads* 

4) Assists the Library Director in assigned projects® 15 

5) Coordinates personnel and fiscal policies and administration 

with city departments* 10 

Must consult city departments involved* 

6) Coordinates and supervises supply inventories, property cor’vrol, 

and maintenance activities* 5 

Must consult division heads* 

7) Attends conferences and meetings, reads professional literature, 
reviews and reports on developments in administrative, personnel 

and fiscal areas* 5 

8) Reports on problem areas and makes recommendations* 3 

9) Interviews applicants for new positions* 2 

10) Serves as reference librarian when required*^ 



1 

The time spent is estimated at 12 percent and is not included in the percentage 
account of the position* 
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Job Title 


SECRETARY TO THE LIBRARY DIRECTOR 


Class Title 


Secretary 


Reports to 


Library Director 


Supex'vises 


Library Office Clerk; Delivery Clerk (for assignments) 


Location 


Main Library 



Summary . The Secretary to the Library Director serves as executive secretary and is 
in charge of the library business office. 



Duties Percent 



1) Serves as receptionist and appointments secretary to the Library 

Director. l8 

2) Prepares personnel forms. 15 

May consult library employee concerned"; city personnel office, 

3) Takes dictation and prepares correspondence; types and edits reports, 

studies, and publicity releases; prepares multilith masters. 13 

May consult city multilith operator on multilith supplies and operation. 

4) Prepares and verifies departmental payroll forms. 10 

May consult library division heads concerning problems. 

5) Maintains business office files. 6 

6) Operates calculating machine in the preparation of statistics and 

reports. 5 

7) Maintains departmental budget records. 5 

8) Coordinates library business office activities with other city 

departments; initiates maintenance requests and prepares work orders. 5 

Must consult city departments concerned. 

9) Supervises Library Office Clerk. 5 

10) Prepares requisitions and acknowledges receipt of library supplies and 

equipment; prepares contracts and arranges for equipment maintenance. 4 



Must consult library personnel affected. 

May consult city finance office concerning problems. 

11) Requisitions and maintains office supplies. 

May consult city warehouse personnel. 



12) Serves as secretary to the Library Board; prepares minutes; processes 
Board requests: arranges meetings. 




3 



3 
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Percent 



13) Initiates correspondence relative to the operation of the library. 3 

M ay consult library personnel affected. 

14 ) Receives, records, and transfers library fines and fees; maintains 

petty cash records. 2 

15 ) Receives and routes administrative mail; routes and receives 

correspondence from city departments. 2 

16 ) Serves as library liaison with the Friends of the Library. 1 
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Job Title 



DELIVERY CLERK 



Class Title 
Reports to 
Supervises 
Location 



Stores Clerk 

Secretary (Main Library) for coordinating assignments 
Library clerks and aides on projects 
Main Library * 



Summary . The Delivery Clerk drives the library van, delivers library materials, and 
supervises, library storage buildings. 

This position must be filled by a man because of heavy materials handling. 

Duties Percent 



1) Delivers library materials between libraries (inter-city and intra- 

city); delivers and mails miscellaneous materials; collects gifts of 
library materials. ^5 

Must consult library divisions concerned. 

2) Maintains library storage buildings, including building maintenance, 

shelving, sorting, and moving. 25 

3) Retrieves depository materials from storage buildings on request. 5 

Must consult library divisions concerned. 

4) Assists in special projects and other library functions when required. 5 

5) Maintains special collections (uncataloged duplicates, extramural 

collections, etc,), 5 

6) Performs general materials handling (e.g.* , exhibits and displays), 

uncrating and assembling, and general maintenance work. 3 

Must consult Exhibit Librarian; division heads requiring materials 
handling services. 

7) Maintains the library van. 3 



Must consult autoshop foreman (Public Works) for reports and maintenance. 

8) Directs projects involving the moving of library materials and equipment. 3 

Must get approval from city yard superintendent (Public Works) for 
use of truck. 

Must consult library divisions concerned* 

9) Prepares periodicals for binding* 2 

Must consult serial publications personnel. 

10) Directs clerks and aides in sorting and shelving in storage buildings. 



2 



Percent 



11) Makes house calls for overdue library materials (under supervision of 
Circulation Control) when library messenger is not available. 

Must consult circulation control personnel, 

12) Reports on problem areas; recommends procedural changes. 
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Job Title 



LIBRARY OFFICE CLERK 



Class Title 
Reports to 
Location 



Clerk Typist 

Secretary to the Library Director 
Main Library 



Summary . The Library Office Clerk performs general clerical work. 
Duties 

1) Types letters, reports, studies, announcements, brochures, and 
publicity releases. 

2) Files correspondence and records. 

3) Does related work as required. 

4) Assists library division heads in special typing projects. 

May consul t library division heads. 

5) Riotocopies reports in City Hall. 

6) Receives and routes mail. 

7) Assists in ordering and maintaining office supplies. 

8) Answers the telephone and routes calls. 

9) Serves as receiptionist to the Library Director in the absence of 
the Secretary. 



Percent 

50 
17 ’ 
15 
5 

5 

3 

3 

2 
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TECHNICAL PROCESSES DIVISION 

FUNCTION 

The Technical Processes Division orders, receives, catalogs, and processes library 
materials and maintains book collections. This work involves public and library 
records, changes, withdrawals, transfers, inventories, mending and binding prepara- 
tion. 

The division, in its functions of materials processing and maintenance, is subject 
to a large extent to work measurement standards. The cost of the operation is 
directly related to (1) effective management, (2) trained personnel, (3) functional 
arrangement for flow of materials, (4) organized, clear-cut procedures, and (5) 
furniture and equipment designed for the job. 

ORGANIZATION STRUCTURE 




WORKLOAD 

As a partial index of the workload, the division during 1969 added 11,112 adult 
volumes (7*097 titles) and 3*234 children's books (1,104 titles). In addition 
a total of 2,379 volumes were processed for the extension collection. The 
number of volumes withdrawn numbered 3 * 687 * A total of 6,693 volumes were also 
processed on a contract basis for a college library* The small professional 
staff required (two librarians) in the division reflects the competence and 
training of the nonr-professional staff. 



O 



Job Title 


HEAD - TECHNICAL PROCESSES DIVISION 


Class Title 


Senior Librarian 


Reports tp 


Library Director 


Supervises 


Technical Processes Librarian, clerks, and aides 


Location 


Main Library 



Summary , The Head — Technical Processes directs the technical processes functions, 
including ordering and receiving, cataloging, and mechanical processing, and 
supervises technical processes personnel. 



Duties Percent 

1) Supervises technical processes personnel; arranges schedules and 

assignments; supervises volunteer assistants. 40 

2) Does descriptive cataloging; edits and revises Library of Congress 

cards. 20 

May consult reference personnel. 

3) Supervises the maintenance of public catalogs. 15 



May consult branch librarians, childrens librarians, audio-visual 
librarians . 

4) Attends conferences and meetings; reads provessional literature; 

reviews and reports on new technological developments. 5 

5) Coordinates technical processes functions with other library 

departments. 3 

Must consult library supervisors. 

6) Assits and recommends to the Library Director policies and 

prbcedures relating to the technical processes function. 3 

• 7) Supervises and directs mending and binding preparation procedures, 

inventories, and the maintenance of special collections and projects. 2 

May consult librarians in charge of individual collections. 

8) Directs in-service training programs for technical processes personnel. 2 

9) Supervises supply inventories and requests technical processes supplies; 

supervises equipment, maintenance. 2 

Must consult library business office, circulation supervisor, 
librarians in charge of individual collections. 
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Duties 



Percent 



10) Interprets and explains technical processes functions to the staff 
and public. 

11) Maintains technical processes records and statistics; prepares reports. 

12) Prepares division budget; reviews and reports on budget periodically. 
Must consult Administrative Assistant for budget preparation. 

13) Reports on problem areas and recommends procedural changes. 

May consult librarians in charge of individual collections. 

14) Reviews personnel records, makes efficiency reports, and interviews 
applicants for new positions. 

Must notify library business office. 
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Job Title 


TECHNICAL PROCESSES LIBRARIAN 


Class Title 


Librarian 


Reports to 


Head — Technical Processes Division 


Supervises 


Technical processes clerks and aides (may supervise) 


Location 


Main Library 



Summary . The Technical Processes Librarian performs specialized cataloging 
functions and assists the Head — Technical Processes in the direction and supervision 
of the technical processes division. 

Duties Percent 

1) Does descriptive cataloging; edits and revises Library of Congress 

cards. .. • 50 



May consult Head— ‘Serial Publications and Documents Division in 
cataloging serials and documents. 

2) Assists in the maintenance of public catalogs. 20 

May consult branch librarians, childrens librarians, audio-visual 



librarians . 

3) Performs bibliographic checking. 10 

4) Supervises technical processes projects as required. 6 

5) Prepares bibliographies and assists in other projects as required. 5 

6) Assists in coordinating technical processes functions with other 

library departments. 5 

May consult library supervisors. 

7) Attends conferences and meetings; reads professional literature; 

reviews and reports on new technological developments. 2 

8) Reports on problem areas and recommends procedural changes. 1 



9) Interprets ; and explains technical processes functions to the staff 

and public. 1 
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Job Title 


BOOK ORDER - RECEIVING SUPERVISOR 


Class Title 


Library Assistant 


Reports to 


Head -Technical Processes Division 


Supervises 


Book Order — receiving clerks and technical processes clerks, 




aides, volunteers as assigned 


Location 


Main Library 



Summary . The Book Order-receiving Supervisor supervises the ordering, receiving, 
and distribution of library materials; supervises book accounts; supervises 
acquisition files and records. 



Dutie s 

1) Supervises the ordering of library materials and printed catalog 
cards; maintains outstanding order files. 

May consult order librarians for clarification; city finance 
personnel for specialized procedures. 

2) Performs bibliographic order checking. 

May consult order librarians. 

3) Supervises clerks, aides, and volunteers. 



Percent 



35 



10 



4) Supervises the receiving and routing of library materials, including 
the inspecting and comparing of invoices and orders, preparing or 
annotating filled order file (a record of the entire holdings of 
the library system). 



May consult Library Director, Head — Ref erence and Information Division 
librarians for irregularities; city finance personnel for problems. 



5) Maintains order files. 

6) Maintains Greenaway publishers* plans and book club plans. 

7) Maintains want lists. 



May consult order librarians. 

8) Supervises the training of order-receiving personnel. 

9) Supervises book and binding budget accounts; maintains account 
files and correspondence. 

May consult order librarians concerning budget accounts. 

10) Contacts vendors concerning shipments, problems, discounts, etc. 

11) Processes gift books. 



ERIC 

n ■ 




- 23 - 



Duties 



Percent 



12) Coordinates order, shipping, and receiving functions with related 
departments . 

May consult library personnel concerned. 

13) Maintains uncataloged duplicates collection. 

Must notify Library Delivery Clerk. 

14) Maintains files for extramural book collections (convalescent 
hospitals, recreation facilities, etc.). 

Must consult Social Services Librarian, 

15) Assists in special projects and other technical processes functions 
when required . 

16) Maintains specialized technical processes supplies. 

17) Ships library materials. 

Must notify Library Delivery Clerk. 

18) Relates information on books, book prices, and book dealers to 
librarians and the public. 



3 

3 

2 

2 

1 

1 

1 



t 
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Job Title 


CATALOG SUPERVISOR 1 


Class Title 


Senior Library Clerk 


Reports to 


Head —Technical Processes Division 


Supervise s 


Catalog clerks, aides, and volunteers 


Location 


Main Library 



Summary . The Catalog Supervisor catalogs sub ject materials - from Library of Congress 
cards and process slips, supervises non-professional cataloging operations, and 



assists the Head — Technical Processes Division. 

Duties Percent 

1) Catalogs first copies of subject materials from Library of Congress 
cards and process slips, prepares ' the shelf list and public catalog 

cards . 60 

2) Assembles catalog cards for filing in main public catalog; supervises 

filing. 15 

3) Supervises the training of cataloging and mechanical processing 

personnel. 10 

4) Supervises clerks and aides assigned to cataloging and mechanical 

processing, and volunteer assistants. 5 

5) Assists in special projects and other technical processes functions 

when required. 5 

6) Confers with supervisor on interpretation of procedures and problems. 2 

7) Reports on problem areas and recommends procedural changes. 1 

8) Supervises the ordering of technical processes supplies. 1 

9) Assists the Division Head in surveying work in progress to determine 

assignments,* — 1 



The library does not presently have this position. 
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Job Title 


BOOK ORDER -RECEIVING CLERK 


Class Title 


Library Clerk 


Reports to 


Book Order-receivivig Supervisor 


Supervises 




Location 


Main Library 



Summary . The Book Order-receiving Clerk maintains book budget accounts and 
assists the Book Order-receiving Supervisor in the function of ordering and 
receiving library materials. 

Duties Percent 



1) Receives and processes library materials. 30 

May consult city finance personnel on problems. 

2) Maintains budget accounts for books and binding; coordinates these 

accounts with the city finance office. 15 

May consult city finance personnel for irregularities, problems, 
and tracing invoices . 

3) Performs general clerical duties, including typing filled order 



cards, book lists, and special orders. 15 

4) Prepares orders for library materails . 10 

5) Assists in special projects and other technical processes functions 

when required. 10 

6) Orders Library of Congress cards. 5 

7) Maintains inter-departmental book budget accounts. 3 

Must notif y order librarians. 

8) Maintains order files. 3 

9) Records LC numbers on filled order cards; compares LC cards received 

with unprocessed books; routes books to appropriate stations. 3 

10) Assists the supervisor in specific assignments. 3 

11) Prepares correspondence ; maintains correspondence files. 2 

12) Ships library materials. 1 
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Job Title 


CATALOG CLERK (SUBJECTS) 


Class Title 


Library Clerk 


Reports to 


Catalog Supervisor 


Supervises 


Mechanical processes clerks and aides (may supervise) 


Location 


Main Library 



Summary * The Catalog Clerk (Subjects) prepares duplicate copies for mechanical 
processing and withdraws adult subject materials. 



Duties Percent 

1) Catalogs added copies of adult (and young adult) subject materials, 

annotates shelf list, and prepares public cards* 40 

May consult Circulation Supervisor (Branch Libraries) in connection 
with problems* 

2) Withdraws adult and young adult subject materials, makes replacement 
slips when required, annotates and withdraws related records, main- 



tains count; reinstates subject materials. 20 

Must notify librarians in charge of individual collections. 

3) Edits books after processing, including labels and catalog cards; 

maintains statistics* 15 

4 ) Files catalog cards* 10 

5) Assists in special projects and other technical processes functions 

when re quire d . 10 

6) Assembles copies and records from all libraries when changes or 

corrections are required. 4 

May consult circulation supervisors. 

7) Directs aides who assist in the processing of adult subject books. 1 
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Job Title 


CATALOG CLERK (FICTION) 


Class Title 


Library Clerk 


Reports to 


Catalog Supervisor 


Supervises 


Mechanical processes clerks and aides (may supervise) 


Location 


Main Library 



Summary . The Catalog Clerk (Fiction) catalogs and prepares cards for adult 
ficbion and maintains fiction records* 

Duties Percent 

1) Catalogs first copies of adult (and young adult) fiction, including 

the preparation of the shelf list and public catalog cards. 25 

2) Processes added copies of fiction titles and prepares related records. 25 



May consult Circulation Supervisor (Branch Libraries). 

3) Assists in special projects and other technical processes functions 

when required. 10 

4) Files catalog cards. 10 

5) Confers with cataloger on the selection of subject headings. 5 

6) Withdraws fiction, makes replacement slips when required, annotates 

and withdraws related records; maintains count; reinstates fiction. 5 

Must notify librarians in charge of individual collections. 

7) Maintains fiction shelf list. 5 

8) Assembles copies and records from all libraries when changes or 

corrections are required. 5 



May consult Circulation Supervisors (Branch Libraries) in connection 
with problems. 

9) Edits books after processing, including labels and catalog cards; 

maintains statistics. 5 

10) Directs aides who assist in the fiction processing function. 5 
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Job Title 


CATALOG CLERK (CHILDREN'S BOOKS) 


Class Title 


Library Clerk 


Reports to 


Catalog Supervisor 


Supervises 


Mechanical processes clerks and aides (may supervise) 


Location 


Main Library 



Summary . The Catalog Clerk (Children’s Books) catalogs and prepares cards for 
children’s books (fiction and subjects) and maintains records. 



Duties 



Percent 



1) Processes added copies and prepares related records. 25 

May consult Circulation Supervisor (Branch Libraries) in connection 
with problems. ’ ' 

2) Catalogs first copies of children 1 s books, including editing printed 

cards, and preparing catalog cards as required. 20 

3) Withdraws children’s books, makes replacement slips when required, 

annotates and withdraws related records, maintains count; reinstates 
books. 15 

Must notify children’s librarians of withdrawals. 

4) Assists in special projects and other technical processes functions 

when required. 10 

5) Files catalog cards. 10 

6) Confers with children’s librarians in classifying children’s books 

into age groups, (Easy, Juvenile, Teen). 5 

Must consult children’s librarians. 

7) Maintains shelf list for children’s books* 5 

May consult Circulation Supervisor (Branch Libraries). 

8) Edits books after processing, including labels and catalog cards; 

maintains statistics. 5 

9) Directs aides who assist in the processing of children's books. 5 



O 
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Job Title 


MECHANICAL PROCESSES CLERK 


Class Title 


Clerk Typist 


Reports to 


Catalog Supervisor 


Supervises 


Mechanical processes aides (may supervise) 


Location 


Main Library 



Summar y . The Mechanical Processes Clerk completes final mechanical processing of 
library materials. 

Duties Percent 



1) Types catalog cards. 40 

2) Types and affixes inside and outside spine labels. 30 

3) Files catalog cards. 10 

4) Assembles and processes books for binding. 10 

5) Assists in special projects and other technical processes functions 

when required. 5 

6) Mends books on a project basis. 2 

7) Routes processed library materials, 2 

8) Directs aides who assist in the mechanical processing function. 1 
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Job Title 


MECHANICAL PROCESSES AIDE 


Class Title 


Library Aide 


Reports to 


Catalog Supervisor 


Supervises 




Location 


Main Library 



Summary . The Mechanical Processes Aide files and arranges catalog cards, performs 
mechanical processing functions and materials handling. 



mechanical processing functions and materials handling. 

Duties Percent 

1) Edits books after processing, including labels and catalog cards; 

maintains statistics. 35 

2) Assists technical processes personnel in special projects and 

specific assignments. 15 

3) Sorts and files catalog cards. 10 

4) Transfers books within the library, including record changes, 

processings, and statistics. 10 

5) Pastes book pockets and maintains electric pasting machine. 10 

6) Boxes and moves library materials and equipment; prepares shipments 

to main and branch libraries. 10 

7) Unpacks shipments and arranges materials. 5 

8) Multiliths catalog cards,. 3 

9) Assists in the mending of books on a project basis. 2 
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REFERENCE AND INFORMATION DIVISION 



FUNCTION 

At the main library reference librarians interpret the library's resources to the 
public. Information assistants interpret the author— title catalog, give general 
assistance to users, and provide a limited ready reference service including trade 
bibliographic information and information concerning the community. Other functions 
of the division include selecting and maintaining reference materials; the selecting 
and processing of special collections such as pamphlets, telephone directories, and 
college catalogs; maintaining subscription services; providing interlibrary loan 
services; doing bibliographic order checking; and assisting in public catalog main- 
tenance. 

ORGANIZATION STRUCTURE 

The Head — Reference and Information Division supervises reference librarians (most 
of whom have a major assignment in another division but perform reference desk 
routines on an assignment basis), and information assistants (who serve as reference 
clerks when not at the information desk). Coordination with other library divisions 
is an important consideration, especially in coordinating branch library reference 
and pamphlet collections; liaison with the Technical Processes Division in the 
selection and maintenance of the reference collection; and coordinating the select- 
ion, maintenance and use of serial publications, indexes, services and documents 
with the Serial Publications and Documents Division. 

WORKLOAD 

A reference librarian and an information assistant are on duty and available to the 
public at all times the main library is open — which is 75 hours weekly. Because of 
the exacting demands of being constantly alert to the public's needs, interpreting 
requests, and physically locating resources, these positions are scheduled on a 
shift basisw Behind-the-scenes work includes selecting, up-dating, and processing a 
large number and wide variety of materials whose usefulness is measured by the speed 
with which it is made available to the public. Bibliographic checking in maintaining 
and developing the library's holdings and for special projects is accomplished by 
division personnel. 




- 32 - 



3 4 



Job Title 


HEAD - REFERENCE AND INFORMATION DIVISION 


Class Title 


Senior Librarian 


Reports to 


Library Director 


Supervises 


Reference librarians, information assistants, 




reference clerks 


Location 


Main Library 



gummary . The Head — Ref erence and Information Division directs the reference and 
information service, including selection of reference library materials and 
supervision of reference and information personnel. 



Duties 



Percent 



*.) Works regular assignments at the reference desk, as the job is 

considered a working position. 50 

2) Reviews and selects reference materials. 20 

May consult Head— Serial Publications and Documents Division. 

3) Attends conferences and meetings; reads professional literature; 

is aware of new reference sources, trends, and practices. 5 

4) Supervises reference librarians and clerks and information assistants; 
makes assignments and work schedules; coordinates reference schedules 

with other divisions. 4 



Must consult division heads, 

5) Coordinates reference service with other library divisions. 4 

Must consult heads of library divisions. 

6) Directs in-service reference and information training of new 

librarians, librarian trainees, information assistants, and reference 
clerks. 4 

7) Supervises maintenance of the reference collectioi\. 3 

Must consult technical processes personnel. 

Ma y consult Head— Serial Publications and Documents Division. 

8) Assists and recommends to the Library Director policies and procedures 

relating to the reference and information services. 3 

9) Prepares division budget; reviews and reports on budget periodically. 3 

Must consult Administrative Assistant in budget preparation. 

10) Directs interlibrary loan function. 2 



O 
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Duties 



Percent 



11) Reports on problem areas and recommends procedural changes. 1 

12) Reviews personnel records, makes efficiency reports, and interviews 

applicants for new positions. 1 

Must notify library business office. 
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Job Title 


REFERENCE LIBRARIAN 


Class Title 


Librarian 


Reports to 


Head — Reference and Information Division 


Supervises 


— 


Location 


Main Library 



Summary . The Reference Librarian assists the public in the interpretation of 
library resources. 



Duties 



Percent 



1) Assists the public in locating and interpreting library resources. 

May consult children’s librarians, young adult librarians, and 
other specialized librarians. 

2) Instructs the public in the use of the card catalog, indexes, and 
other finding aids. 

3) Provides reader's advisory service. 

May consult children's librarians, young adult librarians, and 
other specialized librarians. 

4) Prepares bibliographies as required. 

5) Assists in projects as required by the Head — Ref erence and Infor- 
mation Division. 



60 



10 

5 



5 

5 



6) Attends conferences and meetings; reads professional literature; is 



aware of new resource materials and technological developments. 5 

7) Recommends additional sources for library materials. 4 

8) Makes recommendations for acquisition of library materials. 3 

9) Interprets library policies and procedures to the public. 2 

May consult Circulation Supervisor (Main Library). 

10) Reports on problem areas and recommends procedural changes. 1 

11) Is in charge of the main library in the absence of a librarian 
senior in rank. 



The person assigned this position has a major assignment in another division and 
the amount of time spent in it is not included in the percentage account of this 
position. 

Because the library is open evenings and weekends, the Head — Ref erence and 
Information Division (or the Library Director) may not be available. The reference 
librarian on duty, therefore, is responsible for the library at these times. 
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Job Title 


INFORMATION ASSISTANT 


Class Title 


Senior Library Clerk 


Reports to 


Head — Ref erence and Information Division 


Supervises 


— 


Location 


Main Library 



Summary , The Information Assistant, stationed at the information desk (near the 
entrance of the library and adjacent to the public catalog), provides general 
information on the use of the library, assists the public in the use of the author- 
title catalog and in locating materials, and answers and routes telephone calls, 1 

Qualifications . The person holding this position should be conversant with the 
library's resources, services, classification system, and policies. He should have 
college background, be interested in books and reading, and be aware of community 
activities. Ability to work with and be responsive to the public is a basic 



requirement . 

Duties Percent 

1) Assists the public in the use of the author-title card catalog and 

in the location of library materials. 30 

2) Explains lib^ry resources and services and gives directional 

information. 20 

3) Answers the telephone and routes calls (main library public service 

areas) . 15 

4) Identifies library materials from telephone requests. 10 

5) Receives book requests; edits and completes forms with additional 

bibliographic information. 5 

6) Interprets trade bibliographic information to the public from 

sources at the information desk. 5 

7) Provides basic ready reference information from such sources located 

at the information desk (dictionaries, almanacs, city directories, 
gazetteers, telephone directories, etc.). 5 

8) Screens information requests and refers reference questions to 

reference librarians. 5 

9) Maintains local organization files and provides general information 

on the area, including community events. 5 



Because of the physical demands of working with the public, the job, as with that 
of Reference Librarian, is scheduled in shifts and the person holding this position 
is assigned other job related duties when off the desk. The amount of time spent 
is not included in the percentage account of the position. During non-busy periods 
o information assistant will work on assignments related to other duties that can 
accomplished at the information desk. $ 



Job Title 


REFERENCE CLERK 


Class Title 


Senior Library Clerk 


Reports to 


Head — Ref erence and Information Division 


Supervises 


— 


Location 


Main Library 



Summary * The Reference Clerk provides general clerical assistance t (j> the pro- 
fessional reference staff and maintains reference records and files. 



Duties Percent 



1) Initiates correspondence, maintains reference office files, and 

does related clerical work. 30 

2) Requests, receives, and returns interlibrary loans, notifies 

borrowers; maintains statistics. 25 

Must consult circulation supervisor (branch libraries), order 
librarians, Reserve Control Clerk. 

3) Maintains reference public files including requesting or ordering, 
processing, classifying, routing and filing of pamphlets, college 
catalogs, occupations materials, annual reports, maps, government 

and geographical information, and telephone directories. 25 

4) Maintains publicity file. 10 

Must notify Administrative Assistant of statistics on publicity. 

5) Provides clerical assistance to other library divisions upon direction 



of reference department head. 5 

6) Assists the public in the use of the photocopier, makes service 

requests and cash refunds, makes use records and changes paper. 2 

Must consult library business office. 

7) Surveys the reference area to determine maintenance requirements. 1 

8) Requests reference department supplies. 1 

Must consult library business office. 

9) Reports on problem areas. 1 



1 




Senior library clerks holding this position are also library assistants and the 
amount of time spent is not included in thu percentage account of the position. 



CHILDREN'S DIVISION 



FUNCTION 

The Children's Division is responsible for the overall children's library program, 
including the selection of children's library materials, a variety of children's 
services, and related programs. Coordination and programming with the schools, groups, 
and the city's Recreation Department are also major functions. 

ORGANIZATION STRUCTURE 

The Head - Children's Division directs children's librarians and clerks assigned to 
the division. No children's circulation clerks or aides are assigned this division 
as the maintenance of the children's collections is handled by the Circulation Division 
in the main library and general circulation personnel in branch libraries. Principally 
because of lack of space in the city's temporary main library, this division still 
provides limited services and programs and requires additional development of resources. 

WORKLOAD 

At the end of March 1970 there were a total of 33,023 children's books -- 12,888 in the 
main library and 20,135 in branch libraries. Circulation 1969 totaled 112,648 -- 
45,777 at the main library and 67,471 in branch libraries. In 1969 there were 82 
monthly school visits and orientation visits to the library. Programs included 118 
at the pre-school level? and 36 film and story hours. 
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Job Title 


HEAD - CHILDRENS DIVISION 


Class Title 


Senior Librarian 


Reports to 


Library Director 


Supervises 


Children's librarians, clerks and aides 



Summary 0 The Head — Children's Division directs the overall children's program for 
the library and selects children 1 s library materials. 

Duties Percent 



1) Selects* reviews, and analyzes the children's book collection. 20 

May consult order-receiving personnel. 

2) Plans children's programs. 20 

May consult library division heads, city recreation department 
personnel. 

3) Gives book talks, orientation programs, and talks to groups. 15 

4) Assists children, parents, teachers, and others in interpreting 

the library's resources. 10 

May consult adult reference librarians. 



5) Coordinates children's service with other library divisions, the 

schools, and community groups. 10 

Must consult library division heads, city recreation department 
personnel. 



6) Supervises the maintenance of the children's .collection. 5 

7) Attends conferences and meetings; reads professional literature, 

is aware of new trends and practices. 5 

8) Prepares division budget; reviews and reports on budget periodically; 

coordinates budget with division heads. 5 

Must consult Administrative Assistant in budget preparation. 

9) Supervises library personnel assigned to children's services. 3 

10) Prepares reports and statistics. 2 

11) Directs in-service training of new librarians, librarian trainees, 

and non-professional personnel. in the Children's Division. 2 

12) Assists and recommends to the Library Director policies and procedures 

relating to children's services. 1 
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1 



13) Reports on problem areas and recommends procedural changes. 

14) Reviews personnel records, makes efficiency reports, and interviews 

applicants for new positions. 1 

Must notify library business office. 



O 
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Job Title 


CHILDREN'S LIBRARIAN 


Class Title 


Librarian 


Reports to 


Head — Children's Division 


Supervises 


Library Clerks and aides assigned 


Location 


Main Library/Branches 



Summary , The Children’s Librarian assists children and others in the use of the 
library's resources, selects library materials, and plans programs, 



Duties 



Percent 



1) Assists children, parents, teachers, and others in interpreting the 

library's children's resources. 50 

May consult adult reference librarians. 

2) Plans, prepares for, and participates in programs initiated through 

children's services. 10 



Must consult library division heads, city departments concerned. 

3) Assists the Head — Children's Division in selecting, reviewing, and 
analyzing the children's book collection; recommends the withdrawal 

of materials no longer suitable. 10 

4) Conducts story hours. 5 

Must consult library division heads, clerks and aides assigned to a 
project o 

.5) Coordinates children's activities with other library divisions, the 

schools, and community groups. 5 



Must consult library division heads, city recreation department 
personnel. 



6) Gives book talks, orientation programs, and talks to groups (includ- 
ing adult-child related groups). 5 



Must consult library division heads. 

7) Assists in the cataloging and classification of children's books, 5 

Must consult Head — Technical Processes Division, 

8) Assists the Head — Children's Division in planning children's programs. 3 
May consult library division heads, city department personnel. 



Percent 



9) Attends conferences and meetings; reads professional literature, and 



is aware of new trends and practices. 3 

10) Prepares book lists; arranges displays. 2 

May consult library division heads. Exhibit Librarian, Staff Artist. 

11) Reports on problem areas and recommends procedural changes. 1 

12) Supervises clerks and aides assigned to children* s services. 1 

May consult circulation supervisors. 
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Job Title 


CHILDREN'S INFORMATION ASSISTANT 


Class Title 


Senior Library Clerk 


Reports to 


Children's Librarian 


Supervises 




Location 


Main Library /Branches 



Summary . The Children's Information Assistant assists children and others in the 
use of the children's library resources (in the absence of a children's librarian) 



and provides general clerical assistance. 1 

Duties Percent 

1) Assists children, parents, teachers and others in interpreting 

the children's library resources. 50 

2) Participates in and assists in preparing children's programs. 15 

3) Types materials related to children's division activities. 15 

4) Receives and routes children's library materials. 12 

5) Assists in maintaining children's library materials and supplies. 6 

6) Reports on problem areas and recommends procedural changes. 1 

7) Assists in special children's projects and exhibits. 1 



ERIC 



At a branch library the Children's Information Assistant also assists in circulation 
functions as required. The time spent is estimated at 30 percent and is not included 
in the percentage account of the position. ^ jr 
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Job Title 


CHILDREN'S LIBRARY CLERK 1 


Class Title 


Library Clerk 


Reports to 


Head — Children's Division 


Supervises 




Location 


Main Library 



Summary . The Children's Library Clerk provides general clerical assistance for 
children's library service. 

Duties Percent 

1) Does general typing including letters, reports, announcements, 

brochures, and press releases. 50 

2) Initiates correspondence and maintains children's library office 

files. 18 

3) Does related work as required by the Head — Children's Division. 15 

4) Assists technical processes and audio-visual personnel in processing 



and maintaining children's library materials and catalogs. 10 

Must consult technical processes and audio-visual personnel. 

5) Maintains publishers' catalogs of children's books . 2 

May consult book order-receiving personnel. 

6) Provides clerical assistance to other library divisions upon 

direction of Head — Children's Division. 2 

7) Requests supplies for Children's Division. 1 

Must notify library business office. 

8) Surveys the children's area to determine maintenance requirements. 1 

9) Reports on problem areas and recommends changes. 1 




The percentage of time spent 
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YOUNG ADULT DIVISION 



FUNCTION 

The Young Adult Division is responsible for the library's overall services and programs 
for young adults and for the acquisition of resources. Services and programs designed 
for an age group of 14 through 18. 

ORGANIZATION STRUCTURE 

Even though the library hap had the concept of a young adult book collection from the 
beginning, no formal program was developed, principally because of lack of space in 
temporary buildings. In the past the position of Head - Young Adult Division has 
usually been assigned to a part-time librarian trainee who has interest and aptitude 
in this field. In the city's program budgeting, young adult activities are not 
presently budgeted as a separate division. 

The young adult librarian plays an important role as a liaison and resource person 
with such other library divisions as audio-visual. At this time it. is considered un- 
realistic to attempt to develop a stronger program because of present space limitations 



Job Title 


HEAD - YOUNG ADULT DIVISION 


Class Title 


Librarian 


Reports to 


Library Director 


Supervises 


Clerks and aides as assigned 


Location 


Main Library 



Summary . The Head - Young Adult Division* directs young adult services and programs, 
and selects young adult materials. 

Qualifications , In addition to standard academic qualifications, the young adult 
librarian should have an interest in and be compatible with young adults. 

.Specialised courses in work with young adults would be desirable. 



Duties 



Percent 



1) Plans and develops programs for young adults. 40 

May co nsult library division heads, city recreation department. 

2) Selects and orders library materials suitable for young adults; 
administers book account; analyzes the collections; withdraws 

materials regarded as no longer suitable. 35 

M ust consult order— receiving clerks; technical processes personnel 
in withdrawing materials. 

3) Coordinates the young adult servi.ce with other library divisions. 5 

Must consult library division heads, 

4) Prepares reports and statistics. 5 

5) Establishes liaison with other related agencies or groups; is aware 

of the community's young adult requirements. 4 

May consult city recreation department. 

6} Attends conferences and meetings; reads professional literature; is 

aware of new trends and practices, U 

7) Supervises non— professional assistants. 2 

8) Prepares division budget; reviews and reports on budget periodically. 2 



Must consult Administrative Assistant in budget preparation. 

9) Assists and recommends to the Library Director policies and procedures 

relating to young adult service. 1 

10) Deports on problem areas and recommends procedural changes. 1 
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Percent 



11 ) Reviews personnel records > makes efficiency reports 9 and interviews 
applicants for new positions* 

Must notify library business office. 

1 

12) Serves as : Reference Librarian when required. 



1 

This time is not included in the percentage account of the position. 
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SERIAL PUBLICATIONS AND DOCUMENTS DIVISION 



FUNCTION 

The Serial Publications and Documents Division is responsible for ordering, processing, 
maintaining, and making available the library's collection of serial publications and 
government documents in both hard copy and microforms, 

ORGANIZATION STRUCTURE 

The Head - Serial Publications and Documents is an associate librarian. Non— pro- 
fessional staff, employed part-time, includes a serials and documents clerk and an 
aide. Coordination with other library divisions is especially important in budgeting, 
selecting, re— evaluating, maintaining, cataloging, binding, filming, and storing serial 
publi cations . 

WORKLOAD 

Materials received by the division are processed centrally, A major portion of the 
division's work is concerned with acquiring and processing serials and documents. 

The Inglewood Library is a selected U. S. government depository. The library has 
subscriptions to 690 magazine titles plus 24 on microfilm. As a partial index to 
workload, in 1969 the division received 3,886 government depository pieces, added 
626 volumes of bound periodicals (total; 2,485), and processed 417 serials (volumes). 
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Job Title 


HEAD — SERIAL PUBLICATIONS AND DOCUMENTS DIVISION 


Class Title 


Associate Librarian 


Reports to 


Library Director 


Supervises 


Serials and Documents Clerk, Serials and Documents Aides 


Location 


Main Library 



Summary . The Head — Serial Publications and Documents Division directs the 
function of the division, including ordering and receiving, cataloging, and 
maintaining the collection, and supervises division personnel. 

Duties Percent 



1) Reviews and selects serials, periodicals, and documents; requests 

free and inexpensive materials. 25 

Must get approval from professional division heads. 

May consult reference, audio-visual, children’s, and extension 
personnel. 

Must nc -fy order-receiving personnel. 

2) Supervises serials and documents records and statistics; prepares 

reports . . 20 

3) Selects and directs maintenance of Library Service Collection. 10 

4) Does descriptive cataloging when required; orders and edits 

Library of Congress cards. 5 

Must get approval from Technical Processes Librarian in doing 
descriptive cataloging. 



5) Interprets serials and documents resources to the staff and public. 5 

6) Supervises division personnel; arranges schedules and assignments. 5 

7) Attends conferences and meetings; reads professional literature; 

reviews and reports on new technological developments. 5 

8) Selects microform materials and equipment; interprets these 

resources to the staff and public. 5 

9) Prepares division budget; reviews and reports on budget periodically; 

coordinates budget with division heads. 5 



Must consult Administrative Assistant in budget preparation. 

10) Coordinates serials and documents functions with other library 
divis ions . 

Must consult division heads. 

May consult order-receiving personnel. 



3 



Percent 



11) Supervises serials accounts, files and correspondence. 3 

May consult order-receiving personnel. 

12) Directs in-service training of non-prof essional personnel. 2 

13) Contacts vendors concerning shipments, problems, discounts, etc. 2 

14) Assists and recommends to the Library Director policies and 
procedures relating to the serial Dublications and documents 

function. 1 

15) Reviews personnel records, makes efficiency reports, and interviews 

applicants for new positions. 1 



Must consult library business office. 

16) Reports on problem areas and recommends procedural changes. 1 

May consult division heads. 

17) Supervises supply inventories and requests serials and documents 

supplies; supervises equipment maintenance. 1 

Must consult library business office. 

18) Advises reference personnel on new serial publications, documents, 

and services. 1 

Must consult reference personnel. 

19) Serves as Reference Librarian when required.^ 



r 






A 



This amounts to some 20 percent, 
account of the position. 

O 




This time is not included in the percentage 

t 
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Job Title 


SERIALS AMD DOCUMENTS CLERK 


Class Title 


Library Clerk 


Reports to 


Head — Serial Publications and Documents Division 


Supervises 


Serials and Documents Aide and personnel assisting 




in special projects. (May supervise) 


Location 


Main Library 



Summary . The Serials and Documents Clerk orders, receives, records, processes, and 
routes serial publications and documents* 



Duties 



Percent 



1) Orders, receives, processes, files, and routes serial publications, 
including periodicals and microfilm, and maintains records* Receives 

and processes gift publications. 30 

May consult technical processes personnel concerning cataloging 
details and maintenance ' of records. 

2) Orders, receives, processes, files, and routes documents; initiates 

claims for items not received; maintains records and files. 20 

3) Maintains serials budget accounts, orders serials, makes renewals, 

and maintains want list for missing items. 10 



4) Sorts and routes mail. 



10 



May consult order— receiving personnel. 

5) Assists Head — Serial Publications and Documents Division in inventories 

and special projects. 10 

6) Maintains serials records for bound and unbound materials, including 



follow-up on shorts and lost items, transfers, and withdrawals. 5 

M ay consult technical processes and branch library personnel. 

7) Supervises the maintenance of the serials collection, including 

shelving, binding preparation- and mending, plastic covers for 
magazines, boxing newspapers, routing, and withdrawals. 5 

8) Supervises aides assisting in processing and maintaining serials 

collections. 5 

9) Makes reports and compiles statistics as required. 2 

10) Coordinates branch library serials collections, including bindery 

preparation and records. 2 

Must consult technical processes and branch library personnel, 

Delivery Clerk. 

11) Requests purchase of supplies for serials division. 1 

Must consult library business office. 
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Job Title 


SERIALS AND DOCUMENTS AIDE 


Class Title 


Library Aide 


Reports to 


Head — Serial Publications and Documents Division 


Supervises 

Location 


Main Library'*' 



Summary . The Serials and Documents Aide sorts and shelves serial publications and 



maintains periodical stacks. 

Duties Percent 

1) Maintains periodical stacks. 35 

2) Records and processes, shelves, and maintains newspapers; routes 

back issues to storage shelves. 20 

3) Inserts new issues of periodicals in display covers and routes 

back issues to stacks. 10 

4) Collects and assembles magazines for binding. 7 

May consult circulation personnel. 

5) Assists the Serials and Documents Clerk in assignments. 5 

6) Reinforces and mends periodicals. 5 

7) Assists in recording and processing serial publications. 5 

8) Maintains microform files . 5 

9) Files selected periodical services and documents. 3 

May consult reference personnel. 

10) Shelves and maintains Library Service Collection. 3 

11) Pages periodicals. 2 

12) Records, processes and routes serial publications, and sorts and 

routes mail in the absence of the Serials and Documents Clerk. — 



ERIC 



Circulation aides 
® nch libraries. 



perform the function of 



the Serials and Documents Aide in 



5 4 



-52- 



AUDIO - VISUAL DIVISION 



FUNCTION 



The Audio-visual Division is responsible for selecting, ordering, processing, and 

maintaining the library's various audio-visual collections films, filmstrips, 

tcipes, phonograph records, cassette tapes, art reproductions, and pictures. The 
Division is responsible for programs and the coordination of audio-visual resources 
and services with other library divisions and agencies, and also interprets audio- 
visual resources and services. 

ORGANIZATION STRUCTURE 




In the relationship diagram above, the Audio-visual Librarian who catalogs audio- 
visual materials and maintains public catalogs directs a clerk who processes audio- 
visual materials. The audio-visual aides, reporting to the Head — Audio-visual 
Division, inspect and maintain audio-visual collections* 

WORKLOAD 

The library belongs to two film circuits and receives some 60 films a month* This 
is in addition to the 68 films owned by the Library* Resources include 75 film- 
strips, 625 slides, 170 cassette tapes, pj_5 phonograph records, 550 tapes, 2475 
art reproductions, and 2700 pictures. As an additional index to the. workload, 
circulation in 1969 for sound recordings was 33j4-6l and- film showings 4,955* 



Job Title 


HEAD - AUDIO-VISUAL DIVISION 


Class Title 


Senior Librarian 


Reports to 


Library Director 


Supervises 


Audio-visual Librarian, Exhibit Librarian, clerks. 




and aides 


Location 


Main Library 



Summary . The Head — Audio-visual Division directs the selection, ordering, 
processing, and circulation of audio-visual materials including films, sound 
recordings, art reproductions, pictures, slides, and filmstrips, and develops 
programs utilizing audio-visual equipment and resources; directs exhibits program. 

Qualifications . In addition to the educational and experience requirements for 
the class, the Head — Audio-visual Division should have an interest and background in 
the fine arts. He should be familiar 'with films and film techniques, and conver- 
sant with music and art forms. A knowledge of recording techniques and playback 
equipment is desirable. 



Duties Percent 

1) Selects and orders records, tapes, scores, art reproductions, 
pictures, music scores and other audio-visual materials; 

coordinates selection with branch librarians. 25 

Must consult professional staff. 

2) Evaluates audio-visual equipment and makes recommendations for 

purchase. 10 

May consult professional staff. 

3) Coordinates the audio-visual function with other divisions of the 
library, especially with the social services and children's 



librarians. ^0 

Must consult professional staff. 

4) Interprets audio-visual resources to the staff and public. 10 

5) Supervises audio-visual librarians, clerks, aides, and projectionist. 10 

6) Plans public film programs; selects and schedules films to be shown. 5 



May consult children's librarians, city recreation department 
personnel . 

7) Attends circuit film viewing sessions and votes at circuit film 

purchase meetings. 5 

8) Reads extensively in professional and fine arts literature to keep 
abreast of new developments in the audio-visual field; attends 

meetings and conferences . 5 
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Percent 



9) Arranges for repair and maintenance of audio-visual equipment. 3 

Must consult library business office. 

10) Supervises the maintenance of audio-visual statistics and records; 

prepares reports. 3 

11) Supervises Exhibit Librarian and coordinates exhibits and displays. 3 

12) Attends classes, workshops , and symposia to upgrade and update his 

knowledge. 3 

13) Directs in-service training programs. 3 

14) Prepares division budget; reviews and reports on budget periodically. 3 

Must consult Administrative Assistant for budget preparation. 

15) Reviews personnel records, makes efficiency reports, and interviews 

applicants for new positions. 1 

Must notify library business office. 

16) Reports on problem areas and recommends procedural changes. 1 
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Job Title 


AUDIO-VISUAL LIBRARIAN 


Class Title 


Libra rian 


Reports to 


Head — Audio-visual Division 


Supervises 


Audio-visual clerks and aides 


Location 


Main Library 



Summary . The Audio-visual Librarian is responsible for the acquisition, cataloging, 
and supervision of processing of audio-visual materials, and assists the Head — 
Audio-visual Division in the overall direction of the division. 

Qualifications . In addition to the normal academic qualifications, the Audio-visual 
Librarian should have a special interest and background in the fine arts. Ability 



to plan and execute artistic displays is desirable. 

Duties Percent 

1) Catalogs (descriptive and subject cataloging) phonograph records 
and tapes, including assigning Library of Congress class numbers; 

orders and edits Library of Congress cards; maintains shelf lists. 30 

2) Withdraws sound recordings, makes replacement slips whan required, 

annotates and withdraws related records; conducts inventories. 10 

3) Files catalog cards in Main public audio-visual catalog. 10 

4) Supervises the processing of picture and art reproduction files; 

assigns headings. 10 

5) Assists the Head — Audio-visual Division in specific assignments . 10 

6) Directs audio-visual clerks, aides and those assisting in the 

mechanical processing of audio-visual materials. 5 

7) Interprets audio-visual resources to the staff and public. 5 

8) Receives audio-visual materials, including inspecting and comparing 

invoices and orders, 5 

Must notify library business office. 

9) Assists in the preparation of exhibits and displays. 5 

10) Confers with Head — Audio-visual Division concerning cataloging 

procedures and problems. 3 

11) Assists in the selecting and ordering of audio-visual materials. 3 

12) Processes slides, including printed cards, and prepares other cards 

as required . 2 
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Percent 



13 ) Assists the Social Services Librarian in the management of 
audio-visual materials relating to his activity. 

Must consult Social Services Librarian. 

14) Attends conferences and meetings \ reads professional literature 
and is aware of new technological developments. 
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Job Title 


EXHIBIT LIBRARIAN 


Class Title 


Librarian 


Reports to 


Head — Audio-visual Division 


Supervises 


Staff Artist, clerks and aides on a project basis 


Location 


Main Library 



Summary * The Exhibit Librarian plans, arranges, and coordinates library exhibits 
and displays for all libraries; schedules materials and programs relating to the 
community, the season, special events, and within the framework of the library* s 
relationship to the public. The person holding this position may also have a 
collateral assignment. 

Qualifications . A public relations background is a desirable qualification. 



Duties 



Percent 



1) Plans exhibits on themes suitable to the exhibit areas and the 
requirements of all libraries; interviews prospective exhibitors; 
maintains files of past, current, and prospective exhibitors; 

maintains exhibit calendar. 30 

Must notify library office of exhibit calendar. 

2) Arranges exhibit publicity for all news media; prepares publicity 

releases, announcements, brochures, and reading lists. 25 

3) Initiates exhibits by locating and contracting with sources 

(ei.£. within the community, nearby museums, universities, schools, 

and by mail). 10 

May consult other librarians. 

4) Makes detailed arrangements for shipping, setting up, and returning 

exhibits. 10 

May consult Delivery Clerk and library personnel involved. 

5) Coordinates exhibits with other activities (school and other outside 

events); coordinates related special programs or social activities. 10 

Must consult library personnel concerned. 

6) Reads professional literature concerning exhibits, local and national 
journals with a view to discovering new and interesting concepts; 
visits galleries, museums, universities, libraries, foreign tourist 
bureaus and ethnic groups to learn of additional themes and to be aware 

of dramatic uses of materials. 10 

7) Supervises the Staff Artist in planning posters, illustrations, and 

signs correlating exhibits within the library and the community. 4 

8) Arranges insurance of art works and other valuable materials. 1 



Must consult library business office. 
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Job Title 


STAFF ARTIST 


Class Title 


Library Clerk'*' 


Reports to 


Head — Audio-visual Division 


Location 


Main Library 



Summary * The Staff Artist prepares signs, posters, and displays, and illustrates 
brochures designed to promote library programs and materials. 

No time percentage is indicated as this position is performed on a project basis. 

Qualifications . Artistic ability, creativity, imagination, and initiative are of 
prime importance for this position. He should be able to take an idea and convert 
it into a persuasively attractive display which will be both eye-catching and in- 
formative. He should be able to work with neatness and reasonable speed. Should 
have a working knowledge of a variety of artistic techniques, including collage, 
montage, and paper sculpture^ as well as the more conventional* sign and poster media. 
He should be familiar with graphic art and be able to design and execute attractive 
publications such as bibliographies, bookmarks, and special announcements. 

Duties 

1) Prepares signs, posters and displays. 

2) Designs and executes decorations for holidays and special occasions. 

3) Interprets staff requirements utilizing creative and imaginative concepts. 

Must consult librarians on specific projects. 

4) Plans and supervises mounting of special exhibits and maintains circulating 
exhibits . 

5) Designs and illustrates publications, such as book lists, bookmarks, and 
announcements. 

Must consult librarians requiring art work. 

6) Selects art materials and supplies . 

Must consult library business office. 



The qualifications for the position call for a classification at least equal 
to that of a library clerk. Some of the duties of this position may be 
performed by a library aide. 
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Job Title 


AUDIO-VISUAL CLERK 


Class Title 


Clerk Typist 


Reports to 


Audio-visual Librarian 


Supervises 


Audio-visual aides (may supervise) 


Location 


Main Library 



Summary . The Audio-visual Clerk prepares cards and completes final mechanical 



processing of audio-visual materials. 

Duties Percent 

1) Types catalog cards (from process slips or LC cards); annotates 

LC cards. 40 

2) Types and affixes inside and outside spine labels. 18 

3) Performs general typing including orders, correspondence, 

audio-visual lists and announcements . 17 

4) Directs aides and volunteers assisting in the mechanical 

processing of audio-visual materials. 12 

5) Types labels and mechanically processes art reproductions and 

pictures . 5 

6) Performs general clerical duties, as assigned. 5 

7) Routes processed audio-visual materials. 3 



! 
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Job Title 


AUDIO-VISUAL AIDS y 


Class Title 


Library Aide 


Reports to 


Head — Audio-visual Division 


Location 


Main Library 



Summary * The Audio-visual Aide inspects audio-visual materials and maintains the 



audio-visual collection. 

Duties Percent 

1) Inspects and cleans phonograph records; inspects and maintains 

cassettes and cassette players; inspects and repairs tapes. 30 

2) Inspects and cleans films employing automated film inspection 

equipment; inspects film strips; makes damage reports. 30 

3) Shelves sound recordings in public area after circulation; 

maintains collection of sound recordings. 12 

4) Charges and discharges films; maintains film records and bookings. ^ 10 

5) Clears sound recordings returned; makes damage reports; compares 

returned sound recordings with borrowers 1 reserve list. 5 

Must notify circulation control personnel concerning damage reports. 

6) Maintains statistics. 5 

7) Assists in the mechanical processing of new records, tapes, and 

films. • 5 

8) Prepares circuit films for shipment. 2 

Must notify Delivery Clerk. 

9) Requests purchase of audio-visual supplies. 1 



May consult Registration Clerk who also performs this function because of the 
physical proximity of the film collection to the registration counter in the 
O 'rary's temporary main library. * 
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Job Title 


FILM PROJECTIONIST 


Class Title 


Library Aide^ 


Reports to 


Head — Audio-visual Division 


Location 


Main Library 



Summary . The Film Projectionist transports, maintains, and operates film, 
filmstrip, and slide projectors at public film showings. 



filmstrip, and slide projectors at public film showings. 

Duties Percent 

1) Operates film projection equipment, filmstrip and slide projectors. 60 

2) Transports film, filmstrip, and slide projection equipment in 

library van. 20 

Must consult Delivery Clerk* 

3) Assembles, tests, and disassembles film projection equipment. 10 

4) Inspects , cleans , and maintains film projection equipment; reports 

on condition of equipment. 5 

5) Reports attendance count and public reaction; reports on problem 

areas and makes recommendations. 3 

6) Arranges with person in charge of facility for setting-up film 

projection equipment. - 1 

7) Explains and introduces films to the audience; makes announcements. 1 



Because this function is performed infrequently by an aide that is a competent 
projectionist and performs this function in addition to his major assignment. 
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CIHCULATION DIVISION 



FUNCTION 

The Circulation Division, located in the main library, is responsible for the 
mechanics of lending library materials (except films and talking books for the 
blind) and the maintenance of the book stacks. 

ORGANIZATION STRUCTURE 

This division, composed of non-professional personnel, is headed by a library 
assistant (the library’s highest non-professional position). The library also 
employs a part-time library assistant for evenings and weekends (the main 
library is open to the public 75 hours a week). In addition to the Circulation 
Supervisor (a library assistant), and Reserve Control Clerk (a library clerk), 
the library employs circulation clerks (full-time and part-time) and aides 
(part-time) at the loan desk and aides for shelving. 

The functional arrangement of the loan desk (good in-out traffic pattern, 
proximity of stations, functions of each station clearly identified for the 
public, etc.), method of charging library materials (photographing (l) a label 
attached to and describing the item to be circulated, (2) borrower’s card, and 
(3) transaction card), and proximity of sorting shelves are important considera- 
tions that effect staffing, 

WORKLOAD 

During 1969, there were 336,143 books and other library materials circulated at 
the main library. Each item was charged, returned and ’’cleared”, and re shelved 
or replaced. Shelf reading and stack maintenance is a continuous function. 
Circulation personnel also maintain visifile and reserve procedures, identity 
materials for binding, route materials to a number of locations, and perform a 
variety 'of related duties. The Circulation Supervisor prepares schedules for 
circulation personnel including the many part-time staff who work varied hours* 
Coordination with all library divisions and branches (including staff assistance) 
is a major consideration. 

It is interesting to note that in fiscal year 1968-69 the library collected 
(mostly at the main library) $ 17 5 4 ll in fines and fees. 



1 

The registration of borrowers and retrieval procedures for overdue library 
materials are in the Circulation Control Division. 



Job Title 


CIRCULATION SUPERVISOR (Main Library) 


Class Title 


Library Assistant 


Reports to 


Library Director 


Super vices 


Circulation clerks and aides, Reserve Control Clerk 


Location 


Main Library 



Summary . The Main Library Circulation Supervisor directs the 3oan desk function 
and stack maintenance, and supervises clerks and aides assigned to those functions. 

The position differs from that of Circulation Supervisor (Branch Library) in that 
the Circulation Supervisor (Main Library) directs the work of more people, but 
supervision is confined to those having loan desk and stack maintenance duties. 



Duties 



Percent 



1) Performs loan desk routines as the job is considered a "working 

position*" 35 

2) Makes schedules; supervises time sheets; assigns clerical duties. 20 

Must notify library business office concerning time sheets. 

3) Supervises clerks and aides assigned to the loan desk and stack 

maintenance . 20 

May consult technical processes personnel on stack maintenance. 

4) Directs routing of library materials, (includes initial inspection 



of materials requiring repair). 4 

5) Interprets and explains library circulation policies and interprets 

fine and damage policies to the public. 3 

6) Receives, records, and transfers money to the city finance office. 3 

7) Prepares division budget; reviews and reports on budget periodically. 3 



Must consult Administrative Assistant for budget preparation. 

8) Coordinates personnel assignments with other divisions and branches 

and makes temporary personnel assignments when required. 2 

Must consult supervisors in all areas concerned. 

9) Coordinates circulation activities with Circulation Control and 

other related divisions. 2 

Must consult circulation control personnel and related divisions. 

10 ) Reports on problem areas and recommends procedural changes. 1 

11 ) Inventories and requests supplies related to circulation and stack 
maintenance . 



1 



Percent 



12) Maintains circulation records and statistics* 1 

M ust notify library business office. 

13) Reviews personnel records, makes efficiency reports, and interviews 

applicants for new positions* 1 

Must notify library business office* 

14) Works with library training officer in planning and maintaining 

in— service training program* 1 

Must consult library business office* 

15) Directs activities of volunteer workers (e.g^, fitting plastic 

covers on books). 1 

May consult technical processes personnel* 

16) Surveys the public areas of the library in order to determine 

maintenance requirements* 1 

Must consult library business office. 

17) Inspects and reports on condition of equipment* 1 

Must consult library business office* 








Job Title 


CIRCULATION CLERK 


Class Title 


Library Clerk 


Reports to 


Circulation Supervisor 


Supervises 


Circulation aides (may supervise) 


Location 


Main Library/Branches 



Summary: , The Circulation Clerk charges and discharges library materials, 
supervises aides, and other job related duties. 



Duties 



1) Charges library materials on photocharger; inspects borrowers' 
cards. 

May consult circulation control personnel on borrower card 
irregularities , 

2) Clears library materials returned; collates materials for damage; 
determines fine assessments for overdue materials and damage; 
takes in money and makes change. 

May consult circulation control personnel on damaged or lost 
materials, 

3) Determines library materials "on reserve" from visifile and 
processes them for borrower, 

4) Registers borrowers; determines geographical area of registrants; 
assists applicants in completing registration forms; verifies 
registration information at branches and at main when required. 

May consult Registration Clerk or other circulation control 
personnel. 

5) Performs job related duties assigned by the Circulation Supervisor. 

6) Supervises aides as authorized by, or in the absence of, the 
Circulation Supervisor. 



Percent 



25 



25 



20 



6 



6 

6 



7) Answers the telephone and routes calls, 4 

8) Explains library circulation policies — including fines and 

damages — to the pu 1 -ic. 3 
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Job Title 


RESERVE CONTROL CLERK 


Class Title 


Library Clerk 


Reports to 


Circulation Supervisor (Main Library) 


Supervises 


Circulation clerks and aides for special assignments 




such as searching (may supervise) 


Location 


Main Library 



Summary , The Reserve Control Clerk coordinates procedures for reserving library 
materials within the library system.**- 

Duties Percent 

1) Searches for books listed on reserve cards* 25 

May consult reference librarians and information assistants. 

2) Receives and relays information on reserve bocks between libraries 

in order to coordinate visifile postings. 20 

Must consult branch library personnel. 

3) Determines, from technical processes files, if books noted on 
order suggestion forms are available for reserve or should be 

considered f'or purchase. 20 

Must consult information assistants if information is not complete. 

May consult order-receiving clerks. 

4) Determines, from technical processes files, the number and 

location of materials available for reserve. 10 

Mav consult technical processes personnel. 

5) Makes periodic inspections of visifile; conducts book searches, 



and reports lost materials. 10 

Must notify catalog clerks and order librarians of lost materials. 

6) Posts reserves on visifile* 5 

7) Inspects reserve cards to insure completeness. 3 

8) Recommends purchase of added copies. 3 

Must consult order librarians. 



The person assigned this position also serves as a circulation clerk. The 
time spent is estimated at 40 percent and is not included in the percentage 
account of the position. o n 
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Percent 



9) Coordinates the position with order librarians and information 

assistants. 2 

Must consult order librarians and information assistants. 

10) Instructs other circulation personnel on reserve procedures. 1 

11) Reports on problem areas; recommends procedural changes. 1 
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Job Title 


CIRCULATION AIDE 


Class Title 


Library Aide 


Reports to 


Circulation Supervisor 


Supervises 


— 


Location 


Main Library/Branches 



Summary . The Circulation Aide performs shelf maintenance work and other job 
related duties. 



related duties. 

Duties Percent 

1) Sorts and shelves books and other library materials. 1 60 

May consult serial publications personnel. 

2) Assists at the loan desk. 20 

3) "Reads" shelves to insure correct arrangement. 10 

4) Performs materials handling of books, supplies, and equipment. 3 

5) Assists in other library divisions as required. 3 

6) Performs general maintenance of the physical facility. 2 

7) Shifts books and assists in special projects. 2 



1 This includes magazines and newspapers in branches. There is a separate job 
description for Serials .ahd'Document J s v '^ main library. 
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CIRCULATION CONTROL DIVISION 



FUNCTION 



The Circulation Control Division, located at the main library, is. responsible for the 
registration of library borrowers, providing the equipment including transaction cards 
for charging library materials, retrieving overdue materials, and maintaining cycle 
keysort and related files. Except for initial registration at branch libraries, this 
function is centralised at the main library. 

ORGANIZATION STRUCTURE 

This division, as with the Circulation Division, is headed by a library assistant. 
Other employees include library clerks and clerk typists (registrat ion clerk, circular 
tion clerk and clerk typists) and aides (circulation control aides) all reporting to 
the Circulation Control Supervisor. The Division also employs a part-time library 
messenger who visits residents delinquent in returning library materials. 



During 1969 the Division sorted 1 , l6l , 704 transaction cards (two sorts of the year's 
circulation of 580,852 items). They prepared and mailed 18,914 overdue notices and 
statements. The Library Messenger visited 1,198 residents and collected 492 items. 
Concerning registration, there were 11,582 new registrants, 4,6o6 renewals, 21,454 
cancellations and 4,151 temporary registrations. 

Organizational and management methods and techniques are similar to those in business. 
Work measurement standards, however, cannot be applied as constant standards, as a 
proportion of some of the staff's time can be considered a service (especially conem— 
ing relations with the public in registering borrowers, explaining policies and 
procedures, answering inquiries, and attempting to placate problem borrowers). 

Coordination with circulation personnel, especially in branch libraries, is a major 
consideration. 



WORKLOAD 



1 
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